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PAGE
Commission Hall of Records Commission P 5, %
I, Requesting Agency 2. Division or Bureau of Requesting Agency
COMPTROLLER OF THE TREASURY ADMISSIONS TAX DIVISICN

3. Authorization Requested (Check only one of the squares below).

A ; . o ,
Dispose of present accumulation. No Establish retention schedule for re- Microfilm ond destroy originals.
additional accumulation is antici- - cords for which there is a continuing Originals if not microfilmed would be

pated. Records have ceased to have value accumulation. The records will cease to retained for the period of time indicated.

to warrant retention. . have value to warrant their retention after
the period of time indicated.
4 5. Description of Records 6. Recommendation
It Describe records accurately.” Include title, form number, size of documents, of Hall of Records
tem work or activity to which the records relote inclusive dotes and quantity and Board of Public
No. {cubic or linear feet). Show récommended retenhon period. Works.

1. | TAX REPCRT FIIE

Sises 83" x 11

Dates: 1936 = -

Quantitys 65 drawers active 1 drawsrs closed accounta
“{total 120 cubic feet) .

File Ar‘rangement: County and mmerical therein
Annual Accumulations . 2 drawers _
Disposable Amount: 10 cubic feet
Audits State c :
. Indexs Yes, see Item 2
For each business subject to the tax an individual file folder is

| maintained and an account mumber issued. Tax reports are submitted

monthly by the business: Records included in the file folder ares
13 Tax on Admissions and Amusements -
1}; Tax on Admissions and Amusements - 3 of 1%
15 Tax on Admissions and ‘Armusements - 13%

Correspondance
Tax Ledger car& ruled for four yoars! monthly entries

APPROVED
HALL OF RECORDS ComMmISSION

Folderaoffimswhichhavegmeoutofbnsinesaareamuammmmd
to an inactive file. A

The Division maintains a General Ledger showing tax receipts
deposited with the State Treasurer. This ledger is a permansnt

7. Agency, vusnon or Bureau Representctlve
. CHIEF ADMISSIC:S 'TAX DIVISION v g U
; Title . Date

Slgnoture’
chedule Authorized as Indicated in Col. 6 by Hall of Disposal Authorized as Indicated in Col, 6 by Board of
Commission. Public Works.
MM %; .M.:\‘l 1 1‘ ]C MW/\/

~s/)'/.r«f :
Archivist Do(\-/ ~ Secretary

7 Date
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RRLIE ) \._#QUEST FOR RECORDS RETENTIONV' AEDULE No. - 253
Hall of Records . (Continuation Sheet) PAGE
Commission NO. 2¢
5. Description of Records 6. Recommendation
y Describe records accurately. Include title, form number, size of documents, of Hall of Records
m work or activity to which the records relate, inclusive dctes, and quantity and Board of Public
0. (cubic or linear feet). Show recommended retention period. Works.
book of entry. _
A, | RECOMMERDATION:s TAX REPCRTS AND CORRESPONDENCE - RETAIN FOR FOUR
: ¢ YBARS OR URTIL AUDITED, WHICHEVER IS LATER, ARD =
THEN DESTROY. =
w
B. | RECOMMENDATION: TAX LEDGER CARD - BETAINFORFOUR!EARSAFI’ERBUSI =
- NESS BECOMES DEFUNCT, THE ACCOUNT IS CLOSED, AND | S =
FINAL AUDIT MADE: THEN DESTROY. - -3
. ’ (76 ]
2, | INDEX 70 TAX REPORT FILE = 2
. _ a O
Sizey 3" x 5" - a.
Quantityr 10 drawers < =
F:.le Arrangement: Alphabetical S
Anindaxcardispmparedforeachpersonorﬁxmwbjecttome E:"
tax, It shows the name, address, and account nunber. A geographi- x
cal crosa 1ndex is also maintaixwd _
RECOM’!ENDATION: RETAIN PEMMERTH
@ 3.| DEPHo RPERT
Datess 1950 “ -
Quantitys 2 drawers (3 cubic feet)
'File Arrangement: Alphabetical
Annual Accumulation: less than 3 cubic foot
msposable Anounts 13 cublc feet . -
Charitable ’ edncational and religious activlties are e:mmt from
the Admission and Amusement Tax, The exemption report is usually
valid for a short perlod only. ,
RECOMMENDATION: mmmvmmmmmsm
_ ARD THEN DESTROY.
L. | ACCOUNTING RECORDS I :
Dates: 1951 - - ’ ' *xi"’!ﬂ\iJDBY _
Quantity:s 5 drawers (7% cubic feet) BOakn v PURIIC WORKS
File Arrangement: Chronological 412 _
Ammual Accumulation: 1 drawer ' . '
Disposable Amount: 13 cubic feet s
Audit: State R
’ Serrct.fy
This item includes all standard accounting forms used by State
agenclies as supporting data to the final book of entry. The final
' book of entry is to be retained permanently. Specifically these
supporting records ares
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19-1-83) "¥QUEST FOR RECORDS RETENTIONN _HEDULE NO. 253
Holl of Records (Continugtion Sheet) PAGE
Commission NO. 3..
4 5. Description of Records 6. Recommendation
em Describe records accurately. Include title, form number, size of documents, of Hall of Records
%e work or activity to which the records relate, inclusive dates, and quantity and Board of Public
°. {cubic or linear feet). Show recommended retention period. Works.
Comptroller of the Treaswry -
. =
=]
Form No. gf
B-1-S Distribution of Charges

E-1 and E«% Transmittal -.
Certificate of Deposit and Bank Deposit Slip

DD-1
R-2 (formerly MR-2) Hmmaimta& of State Funds Collected end
Depo
Distribution of Unexpended and Cbligated
Balances

¥onthly Statement of Balances

Porchas:i.ng Bureau (Department of Budget and Procurement)
Requisition for Supplies

. APPROVED

HALL oF RECORDS -COMM/

1-A

h1-a Purchase Order .
100-16 Out-of-Schedule Requisition for Supplies
39-A and L0-A Stores Bequisition

CF=-2 Copy of Contract Awarded

CF-1 Capital Fund Requisition for Equipment

‘ -1 100/2 Actual Emergency and Repairs Report

27=A Copy of Contract Awarded

CF=3 Copy of Contract Awarded

Delivery Invoice

26-A Kotice of Award of Contract

52 Credit ‘Memorandum

51 Repart of Partial Delivery

Budget Bureau (Dspartment of Budget and Procurement)

BB-l (Rev.) Formerly-BB-1 and BB-2
Budget Schedule Amendment Sheet

Report of Fixed Assets {annual)

B.P. Inv, R101
B.P. Inv. R102 Report of Materials and Supplies (annual)
B.P. Inv. 6 Hatac{lala ax)ld Supplies Physical Inventory
annual
BB-40 Request for Position Action
Budget Form Hos
1 thra 11 Budget Estimates Fiscal Year {13 pages includ-
ing farm statement)
Others ST, TR RY
vendom Invoicea Yix, o U ,,’C .“\?(H‘\)K
Bank Deposit Slips
. Bank Statements
Bank Deposit Receipts - At
Hachjne Taws +« s e rs sescaep L W )
Secretary

Cash Receipts
6A Auditor's Daily Report
(cont)




S : SCHEDULE

" HR-RM 1A = r)

. (9-1-83) . ZEQUEST FOR RECORDS RETENTION!, cHEDULE NO. 253
Holl of Records . .
(Continuation Sheet) PAGE
Commission
No. L.
4 5. Description of Records 6. Recommendation
tem Describe records accurately. Include title, form number, size of documents, of Hall of Records
‘ﬂo work or activity to which the records relate, inclusive dates, and quantity and Board of Public
: (cubic or linear feet). Show recommended retention period. Works.
RECOMMENDATION: RETAIN FOR FOUR YEARS OR UNTIL AUDITED, WHICHEVER

IS LATER, AND THEN DESTROY.

ACWMMWGWMBWWE&GM
RECCRDS RETENTION SCHEDULK. '

PAYROLL (Prior to July 1, 1953). Ths agency copy of this payroll
form is to be retained for five years or wntil audited, whichever
is later, and then destroyed. {General Schedule No. G-1, Item l-d,
approved by the Board of Publis Works, Jammary 11, 195L).

Se

APPROVED
HALL OF RECORDS COMMISSION

PAYROLL, JOURNAL - The agency c¢opy is to be retained for three years
or until audited, whichever is later and then destroyed. (General
Schedule No. G-2, Item l-d, approved by the Board of Public Works,

January 11, 195L). .
edvetioms

PAYROLL EXCEPTIONS, Additions and - Ths ageney copy is

to be retainsd for three years or until auditéd, whichever is later,

ané then destroyed. {(General Schedule No. G-2, Item P2<B, approved
by the Board of Public Werks, Jamuary 11, 1954).

. PAY WARRANTS -~ The agency copy is to be retained for three years or
until audited, whichever is later, and then destroyed. (Gensral

Schedule No. G-3, Item 3, approved by the Board of Public Works,
W m’ 195’4)‘ -

RECEIVING WARRANTS - The agency copy is to be retained for three
years or until audited, whichever is later, and then desstroyed.
(General Schedule Bo. G=l, Item 3, approved by ths Board of Publio

Works, May 10, 195h)-

TRANSMITTAL FORM E~1 or B-3 (Comptroller of the Treasury Form) is
to be retained for thres years or until audited, whichever is later

and then:dsstroyed. (General Schedule Ho. 0«5, Item 3, approved
by the Board of Public Works, May 10, 195h).

6. MASTFR AUTHORIZATION

This state-wide form of the Commissioner of Personnel is the
authorization for entering the employee's name on the payroll or
for making any changesin the payrate. It also shows all pay deduo-
tions.

RECOMMENDATION: RETAIN WHILE EMPLOYED AND FOR THREE YEARS AFTER
DATE OF SEPARATION, OR UNTIL AUDITED, WHICHEVER I3

) ? : APPIZOYED B
BOARL ' i .lIC WORES
MaAY 1 4 1306
Date .-.. -
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" HRAM 1A - (" A 'SCHEDULE

§ o ersw) \ JEQUEST FOR RECORDS RETENTION ., LAEDULE No. 253

Hall of Records (Continuction Sheet) . PAGE
Commission NO. 5
[

5. Description of Records 6. Recommendation

Include title, form number, size of documents, of Holl of Records
" | and Board of Public

0.

Describe records accurately.
work or activity to which the records relate inclusive dotes, and quantity
(cubic or linear feet). Show recommended retention period.

Works.

7.

LEAVE RECCRDS -
File mcludes ths follorwing recordst

Leave applications - -
Doctorts certif:lcates

Ismm, AND THEN.DESTROY.

Leave mcord card - Form SEC 128-A - & standard state-wide
- form, prepared amma.ny for each employes

RECOMHENDATIQN! RETAIN FOR THREE YEARS m UNTIL AUDITED, WIICHEVER

APPROVED
HALL OF RECORDS COMMISSION




